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INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

‘ o e Total hourstexpendedien the <] Corrective Action Plan Included
! [7] Division Level [X] Command Level | Inspection:
; [J Executive Office Level 2 hours [J Attachments Included
Follow-up Required: Forward to:
[JYes  XINo Coastal Division

Chapter Inspection:

| Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement: . ]

None

| Inspector’s Findings:

The Chapter 5 checklist from HPG 22.1 contained items that are out of date and no fonger applicable.
Checklist items such as stenographers, computer use, and manuals are out of date and no longer
applicable. With the creation of HPM 22.1, fiscal controls (X numbers, petty cash and change fund,
counter receipts, etc.) are now covered in more detail in the HPM.

Checklist issues and responses:

e 1.a.(2) and 1.a.(3): Stenographers: The San Luis Obispo does not employee stenographers and
dictation is not used.

e 1.b.(4): OSSI: There is only one OSS | assigned to the San Luis Obispo Area.
e 2.c.(3): Performance appraisals: all performance appraisals were not completed on time.

o 3.a.(1): Criminal records: The Area uses the dispatch center to obtain criminal records. No office
personnel have been designated to obtain criminal record information.

e 3.a.(1)(a): The dispatch center utilizes the 263B log.
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o 4.a.(3)(a): X numbers: The checklist asked if services over $1000 are procured. This box was
marked "yes" because the X number amount changed to $4999 or less. X numbers related to
facilities issues are all obtained from Facilities Section and X numbers for all other services are
obtained from Coastal Division.

e 4.a.(3)(c): Price quotes for X numbers: If bids are obtained from two DGS-certified small business
then only two bids are required. This box was checked “no” on the checklist because the Area
frequently obtains bids from DGS-certified small businesses and only obtains two bids.

e 4.c.(3): Postage machine repairs: The Area has never encountered a postage machine failure
requiring the refund of monies.
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All of the findings of the inspection are accurate.

i lnsECEJi:'g_CommentS: Shall address non concurrence by commander (e.g., findings revised, findings unchanged, J
| efc.) ,

The office management for the San Luis Obispo Area was very organized. OSS | Tina Weller has an
excellent grasp of departmental policies and procedures. Captain W. E. Vail is actively involved in office
management, procurement, and fiscal controls.

Required Action:

| Corrective Action Plan/Timeline:

Annual performance appraisals: until recently the employee performance appraisals were not always
completed in a timely manner. The following steps have been taken to remedy the problem:

o A performance appraisal database has been created to track performance appraisals.
* The Area suspense system is used to notify the lieutenant of needed performance appraisals.
e The lieutenant provides a list to all supervisors and managers of needed performance appraisals.

e The lieutenant follows up with all supervisors and managers to ensure the appraisals are
completed.

Following the creation of this system nearly all performance appraisals have been completed and a
system is now in place to ensure future appraisals are completed on time.

f "] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
I H — 2
: the reviewer _/{ 12-75 ..07

| (See HPM 9.1, Chapter 8 for appeal procedures.)
INSPEQTOR'S Sl d_!JRE, DATE
W 12.29-=F

| [J Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
| employee

) ) i / -
,@ Concur [} Do not concur S;%\/ A HAE, (273 [
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INSTRUCTIONS Indicate |tems rewewed by placmg a check in the "Evaluated" box and/or the "Action Required" box. If this
form is used as a Correction Report, the "Correction” box should be initialed and dated as deficiencies are corrected, Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

FYOE DR EVaLiA D 5;%’!:\'5‘- DATE
[:] Formal Evaluatlon [v] Informal Evaluation |
L LOWAIP '?tO ARE ! DM;AANV\EY“‘ EVIE

’T Correctlon Reporl

[y [v]No | o )
. |8y ' QCB I~4aug gmgc Mu.-uf)n b | )Léij’j

EVALUATED HEQUIRE CORREC!IED

T
i..
|

1. CLERICAL TASKS Yes .,\'u .
a. ls the_of_fice W_ellc:rg_a_ni;e;l? . ) . | Yes [JNo
(1) Are there written job descnptlons’? - [lYes [‘INo
(a) Does clerical staff have their job descrlptlon at their desk? | [v]Yes [ INo
(b) Does clerical staff understand what is expected of them? Yes [ ]No
(2) Are similar activities grouped together to promote efficiency? Ye-s [ INo
(3) If tape recorders are used, can clerical employees transcribe effectlvely'7 W /A CJyes [INo

(4) s the clerical staff knowledgeable in the use of personal computers, filing requirements, information

security, etc.? [vIyes [ ]No
(5) Can another lerical employee assume the duties of a clerical employee who is absent?  NJ /A (JYes [INo
b. Is the Office Services Supervisor (0SS) effective? N /A  (CAWY 1 CUHURICAL [CJYes [ONo
(1) Does he/she properly apply management philosophies and supervisory skills? [(JYes [JNo
(a) Does he/she have the authorlty and backing necessary to effecnvely supervise subordinates? [JYes [JNo
(b) Is the clerical superwsor an effectlv_e manageﬂ_ | [JYes [JNo
(2) | .Does the OSS |dent|fy employes W|th Su_p(;l;VISOl’y potentlal’? o ) o [JYes [JNo
(a) Does he/she assist employees in t-h_e_prepa_ra.tlon pf written plans for progressw_e ca-reer ) |
development? [JYes [INo
(b) Have special interests been identified and educational opportunities and/or departmental training
been afforded the employees? [lYes [ JNo
(c) Has the CHP 120, Individual Development Plan for Future Job Perfarmance ol Permanent
Employee, been used to identify particular strengths of the employees? [[lYes [INo
(3) Does the supervisor set a good example? [JYes [INo
(a) Does he/she show a willingness to assist subordinate personnel? [lyes [JNo
(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? Clyes [JNo
(4) If there is more than one OSS, is the work and supervision evenly distributed? [Dyes [ INo
(5) Does the OSS participate in Area staff meetings? OT DOCES [lYes [INo
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i i
2. FILING SYSTEM s No

a. |sthe Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Guide? Yes [JNo

b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy? [v]Yes [JNo
(-1) How far l;ack are accident reports being maintained? Current year plus 4
(2) Is there a filing backlog? o []Yes No
(3)- Is there evidence of recent office review? | Yes [JNo
(4) How are Management and Al Commande-rs Memorandums filed and purged?
Fhe OF is vesponsible for filing liw documc.nts iI-W a binder and purging them in accordance with Departmental time lrames
(5) Are Train-ing and Informa.ﬁon Bulletins.f.iled? - | Yes [ JNo

(a) Ifso, how are they located?  They are maintained in a binder in the command library

(6) Do ali -clericél employees understand the filing systerﬁ’? - - Yes [JNo

(7) Does the-Area have an effective susbense system? [vlYyes [INo

(a) Do all supervisors take advantage of the suspense system? vIyes [INo

c. Are personnel files properly secured and access limited? Yes [ INo
(1) Are the requirements of the Information Practices Act being followed? Yes [_]No

(2) s a periodic review done on a regular basis? [v]Yes [ }No

(a) Ifso, how often? Annually by a supervisor

(3) Is annual employee review and updating conducted as required? [/1Yes [INo
(4) Are only required or permitted items contained in personnel folders? [/1Yes [INo
o ] N '  Jevawater T [ACTION REQUIRED o Jeorrzcies
3. SECURITY OF CRIMINAL RECORDS Vo ;\,
S o 0 fTtes N . S L

a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? \fC.{_  DOEX TINI< [JYes [/]No

(1) Has the Area designated a specific person to release criminal offender record information? Yes [INo

(a) Do_any other person.s release this TnfoTnation? AL H\f%() _é EL,EA_SQB é\/ \_/ cL. _D Yes No

(b} Has the designa_ted person ;omple_tgdae required training? - - . []Yes No

- (c) Are safeguards in place to v;rify teI;p_hon; inc;ui_ri-es_priorto disclosure? | Yes []No

(2) Does each person that is designated to release information maintain a CHP 2638, Criminal Offender

Record Information Release Log? Yes [ INo

(a) Are entries maintained for the prescribed period of time? Yes [JNo
—— = ) T EvaioeTen O jAcnionrrouired [CORRICTES
4. FISCAL PROCEDURES Yes j.\io L

a. Have discrepancies on the most current audit reports been corrected? Yes [INo

Destroy Previous Editions )
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(1) Are all change fund and collections handled and processed accordlng to polrcy’7 Yes [ JNo

(a) Are counter receipts and DL453 California Spemal Driver's Certificate, issued to the field

accounted for and safeguarded? Yes [ INo
(b} Are "voided" or "no fee" DL45s marked as suc.h signed k;y the commander, and forwarded

to Fiscal Management Section? ‘MZPA DOCS NS DL. 4sS's {]Yes No
(c) Isthere a separation of duties between cashier responsibitities and transmittal of collections? [lYes [/INo
(d) Are collections and change funds safeguarded? {v]Yes [INo
(e) Are checks promptly endorsed and cash receipts reconciled daily? [v]Yes [JNo

(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completron’7 Yes [_JNo

(g) What specn‘lc guidelines are in place for securrty control and accountability?

Collections and funds are locked and sccured overnieht and only trained personnel handle this duty

(h) Is a supervisor responsible for review of the system? Yes [ JNo
(i) Do total collections agree with the total amount of counter receipts and DL45s issued? [[1Yes [INo
(j) Are counter recelpts and transmittal records prepared properly? Yes [ JNo
(k.) Are surprise counts of funds performed and documented by the commander or d_e3|gnee'> Y-es [INo
(2) Are securlty and accountablhty procedures in place for the petty cash fund? Yes [INo
(a) Is the petty cash fund used only fo_r a;no;zedp;urchases w;h_lr:h_e Il_m@ am_ount’? Yee (INo
(b) Are valid authorizations on file? B . [V]Yes [INo

(¢) Is a Disbursement Voucher (Std. 439) completed and signed by the commander when the

receipt does not show the vendor name or item purchased? [(lYes [“]No

(d) Are there adequate procedures to ensure purchases are-properly authorized? [v]Yes [INo

(e} Are surprise counts performed by someone not involved in handling the petty cash fund? v1Yes [INo

(3) Are X-Number services proper and within departmental and state policy? Yes [ INo
(a) Are services procured over $4,999.99? [C]Yes No

(b). Is the amount limit circumvented by splitting procurements? []Yes No

(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? Yes [JNo

(d) Do invoices itemize charges and reference X-Numbers? Yes [ JNo

(4) Are bank cards adequately safequarded, and purchases reviewed by a supervisor? lYes [INo
(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? “lYes [INo

(b) Are purchases within established policy? Yes [INo

(c) Are three price quotations obtained and documented on a CHP 315Xj? Yes [ INo

- (d) Is the bank card log completed properly? - Yes []No

Destroy Previous Editions
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(e) Areinvoices and CHP 317, CAL-Card Log, reviewed by a supervisor? Yes

(f) Is there a reconciliation of the monthly bank card statement, and does it have supervnsory approva|’7 Yes

b, What controls does the commander have in place to ensure tlmely transmlttals of monies?

lmnsmlllalx are in the weekly suspense file

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and
$10,000 total collections, or at the close of business each Thursday? Yes

(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,

evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? Yes
(3) Are "no collection” transmittals sent when appropriate? | [v] Yes
(4) Do tire sale transactions comply with policy? Yes
Is securlty of the postage machine adequate? | Yes
(1) Is the machine locked when not in use? Yes
(2) Is the meter reading documented as required? [v]Yes

(3) s there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is belng repa|red or replaced’> [/]Yes

a. Are reqwsmons prepared properly? Yes

(1) Who prepares them? Office Tech

(2) Has a practical stock level been establlshed and maintained? Yes

(3) Is there a system that notifies the staff when the quaderly requieitron ie .g.oing. to be prepared? Yes
(a) Is the quarterly requisition period for this command adhered to? [v] Yes
(p) Is there a hign number of emergency requisitions? [ ]Yes
b. Are items stored properly in a storeroom? Yes
(1) Is there convenient access for regularly used items? Yes
_ (2) Have obsolete items been removed? o Yes
6. SUPPLIES . e
_ a, _;re all oameras_a53|gned_to the comrn_an_d aocounted for’> | . | Yes
(1) Are camera cases clean and do they contain the required accessories? Yes
(2) Is camera maintenance assigned to a particular individual? Yes
- (a)- What is his/her preventative maintenance schedule? cameras are checked annually at inventory time
Are all extenders aSS|gned to the command accounted_fo_r’P - N Yes

b.
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(1) Is there adequate security for extender batteries and other supplies? Yes
' ' levatuaten WCMON REQUIRED | Conpecs
7. OFFICE EQUIPMENT I N
Yes No

a. Are office machines in good condition and properly maintained? [v] Yes
(1) Is the vendor complying with maintenance contract provisions? Yes

(2) Is there a shortage or surplus of machines? []Yes

b. Is the Management Information System (MIS) used properly? Yes

(1) Who is authorized to use the equipment?  Management & Clerical

(2) How is training provided, and by whom?  Area has a certified instructor to conduct annual and new hire training

(3) Is there a usage schedule for uniformed and nonuniformed personnel? []Yes
(4) Are there controls in place to ensure confidentiality? Yes
(5) Are all personnel aware of how to request repairs after normal business hours? | Yes
(6) !s the MIS used to send messages to other offices in lieu of formal memorandums? Yes

(7) What system is used to ensure proper routing of MIS information?
c. Are personal computers used properly? [“]Yes

(1) Who is authorized to use the equipment? Al Personnel

(2) How is training provided, and by whom?  Area and Division LAN personnel are available for training as needed

(a) How many employees are trained in its use? All Personnel

(3} Are there restrictions on the time its used? [JYes
(a) Isthere a schedule fo-r uniformed a_nd_nonuniformed employees? [JYes
(4) Is confidential or sensitive information being stored on a PC hard drive? Yes
(a)y If so,. is the }-DC paésword protected? Yes

(b) Is confidential or sensitive information stored on disks, CDs, or removable drives kept in a
secure area? Yes

(5) Whatis the PC being used for?  To perform all Departmental functions/tasks

(6) Are controls present to prevent inappropriate/personal use of the computer? Yes
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(7) Are backup procedures being performed on a regular basis? Yes []No
(a) Where applicable, are backup disks stored in a secure area? Yes [INo
(8) Are PC manuals and other documentation available to all users? Yes [ ]INo

(9) What procedures are in place to ensure out-of-date documents and files are purged?

Files are routinely reviewed and purged. All personnel arc reminded to review their files and delete old files as needed.

(10) Are employees aware of the availability of assistance in resolving computer related problems? Yes [ ]No
(11) Is anti-virus software regularly utilized on aII state-owned PCs? |:] Yes I:] No
8. PUBLIC CONTACTS - .]\_.M_ .
a. Does the office have extende;j office -hours’? | - | ~-7YeS [1No
0] I% S0, e_lre they adeq-uate ar%d -effective’7 - Yes []No
5. Are persons served promptly and courteously’7 - | - | | .Yes [INo
(1) Are bac_kup personnel |mmed|ate|y avallable'? | - Yes [No
(2) Is telephone service both efficient and effective? | Yes [JNo
(3) Are limited duty personnel used for receptionist duties and answering telephones? “JYes [INo
(4) Are officer substitutions for nonuniformed positions kept at a minimum? [/]Yes [ INo
6. SCHOOL BUS DRIVER EXAMINATIONS \ R o B
a. Ie school bus drlver testln_g a speC|;I-d_uty er_a;erl_cel_fu_r-\_c;on or is a full-time school bus coordinator -
assigned?
(1) Are tests and test keys.kept ina secure place§ [JYes [JNo
(2) How are interested parties advised of testing procedures?
(a). Are exams graded in the presence of the applicant, and missed questions discussed? [JYes [INo
(b) Does the officer or coordinator take possession of the test and dispose of accordingly? | [JYes [].No
(35 How are test disposed of? :
(4) s there a specific date and time set aside for testing? ! [JYes [JNo
10. COURT INFOCRMATION PROCEDURES - '\I_‘-l[ o
5. Is there a eystematlc method of coorc;natmg-c;un appearance matters? | Yes [No
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(1) What controls are in place to ensure officers appear in court?
Officer & Sgt sign each subpoena. court info is logged on area schedule, subpoena is put in suspense. Sgt does monthly audit of
subpoenae to insure attendance.

(a) How are appearances minimized following cancellations?

Officers are notified ASAP during business hours,
(b) How are "short notice" cancellations minimized?

Ofticers are notified ASAP during business hours

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all
appropriate cases? [“lYes [INo

(3) Who is responsible for managing the process? 1 he Sgt und the O1 work together to track manage the CHP 90 process

(a) Are court officers performing duties that could be handled by clerical personnel? [Jyes [“No
SS = — |eALUATED [=cTion PecurED [ecrareTin
11. DEPARTMENTAL MANUALS . o
1\ es ' No _
a. Are the number of authorized libraries being maintained? Yes [1No
(1) Are the libraries convenient for those who must use them? Yes [INo

(a) What controls are in place for "loaning" manuals to employees?  manuals are not 1o leave the [acility. Employces are

enceuraged to use the on-line manuals.

(2) Are publications distinctively marked so they can be readily identified? Yes [INo
(a) Are the number of libraries excessive or sufficient? Sufficient with 2

{b) Is there a listing available of what should be in each library? Yes [INo

(3) Are publications kept up-to-date? Yes [ ]No

(4) Who files publication changes?  The Office Tech or limited duty personnel.
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INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated” box and/or the "Action Required” box. If this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

TYPE OF EVALUATION SUSPENSE DATE
Formal Evaluation [ Informal Evaluation 12/31/2010
FOLLOW-UP REQUIRED |:| Correction Report COMMANDER'S REVIEW DATE
Yes [INo
BY Lt. Marty Maples 12/10/2009
EVALUATED ACTION REQUIRED CORRECTED
1. CLERICAL TASKS 12/02/2009 ves no
a. Is the office well organized? Yes [No
(1) Are there written job descriptions? Yes [INo
(a) Does clerical staff have their job description at their desk? Yes [No
(b) Does clerical staff understand what is expected of them? Yes [INo
(2) Are similar activities grouped together to promote efficiency? Yes [INo
(3) If tape recorders are used, can clerical employees transcribe effectively? [dYes No

(4) s the clerical staff knowledgeable in the use of personal computers, filing requirements, information

security, etc.? Yes [No
(5) Can another clerical employee assume the duties of a clerical employee who is absent? Yes [No
b. Is the Office Services Supervisor (OSS) effective? [JYes No
(1) Does he/she properly apply management philosophies and supervisory skills? [1Yes No
(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? [1Yes No
(b) s the clerical supervisor an effective manager? [JYes No
(2) Does the OSS identify employes with supervisory potential? [dYes No
(a) Does he/she assist employees in the preparation of written plans for progressive career
development? [dYes No
(b) Have special interests been identified and educational opportunities and/or departmental training
been afforded the employees? [JYes No
(c) Has the CHP 120, Individual Development Plan for Future Job Performance of Permanent
Employee, been used to identify particular strengths of the employees? [dYes No
(3) Does the supervisor set a good example? [Yes No
(a) Does he/she show a willingness to assist subordinate personnel? [JYes No
(b) Does he/she know when to act, when to delegate, and when to refer to a supervisor? [JYes No
(4) Ifthere is more than one 0SS, is the work and supervision evenly distributed? [Yes No
(5) Does the OSS participate in Area staff meetings? Yes [No
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EVALUATED ACTION REQUIRED CORRECTED
2. FILING SYSTEM 12/02/2009 -~
a. Isthe Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Guide? Yes [No
b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy? Yes [INo
(1) How far back are accident reports being maintained? 3 years + current year
(2) Is there a filing backlog? [JYes No
(3) s there evidence of recent office review? [Yes No

(4) How are Management and All Commanders Memorandums filed and purged? filed per HPM 11.1 and purged annually.

(5) Are Training and information Bulletins filed? Yes [INo
(a) If so, how are they located?  filed/maintained in command library.
(6) Do all clerical employees understand the filing system? Yes []No
(7) Does the Area have an effective suspense system? Yes [No
(a) Do all supervisors take advantage of the suspense system? Yes [1No
c. Are personnel files properly secured and access limited? Yes [INo
(1) Are the requirements of the Information Practices Act being followed? Yes [JNo
(2) Is a periodic review done on a regular basis? Yes [JNo
(a) If so, how often? monthly
(3) Is annual employee review and updating conducted as required? Yes [No
(4) Are only required or permitted items contained in personnel folders? Yes [INo
EVALUATED ACTION REQUIRED CORRECTED
3. SECURITY OF CRIMINAL RECORDS 12/02/2009 -
a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? Yes [No
(1) Has the Area designated a specific person to release criminal offender record information? Yes [INo
(a) Do any other persons release this information? [JYes No
(b) Has the designated person completed the required training? Yes [INo
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? Yes []No
(2) Does each person that is designated to release information maintain a CHP 263B, Criminal Offender
Record Information Release Log? Yes [INo
(a) Are entries maintained for the prescribed period of time? Yes [INo
EVALUATED ACTION REQUIRED CORRECTED
4, FISCAL PROCEDURES 12/02/2009 yes
a. Have discrepancies on the most current audit reports been corrected? Yes []No
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(1) Are all change fund and collections handled and processed according to policy? Yes [No

(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field

accounted for and safeguarded? Yes [No
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded

to Fiscal Management Section? [Yes No
(c) Is there a separation of duties between cashier responsibilities and transmittal of collections? [dYes No
(d) Are collections and change funds safeguarded? Yes []No
(e) Are checks promptly endorsed and cash receipts reconciled daily? Yes [No

(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? Yes [INo

(g) What specific guidelines are in place for security control and accountability? quarterly audits/counter receipts are locked in

secure location.

(h) Is a supervisor responsible for review of the system? Yes []No
(i) Do total collections agree with the total amount of counter receipts and DL45s issued? Yes []No
(i) Are counter receipts and transmittal records prepared properly? Yes [No
(k) Are surprise counts of funds performed and documented by the commander or designee? Yes [INo
(2) Are security and accountability procedures in place for the petty cash fund? Yes [No
(a) Is the petty cash fund used only for authorized purchases within the limited amount? Yes [INo
(b) Are valid authorizations on file? [JYes No
(c) Is a Disbursement Voucher (Std. 438) completed and signed by the commander when the
receipt does not show the vendor name or item purchased? [JYes No
(d) Are there adequate procedures to ensure purchases are properly authorized? Yes [INo
(e) Are surprise counts performed by someone not involved in handling the petty cash fund? Yes [No
(3) Are X-Number services proper and within departmental and state policy? Yes [INo
(a) Are services procured over $4,899.99? [ Yes No
(b) 1s the amount limit circumvented by splitting procurements? [dYes No
{c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? Yes [No
(d) Do invoices itemize charges and reference X-Numbers? Yes []No
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? Yes [No
(a) Are cardholders familiar with the bank card process, including prohibited and restricted items? Yes [No
(b) Are purchases within established policy? Yes [INo
(c) Are three price quotations obtained and documented on a CHP 315X? [Yes No
(d) Is the bank card log completed properly? Yes [JNo
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(e) Areinvoices and CHP 317, CAL-Card Log, reviewed by a supervisor? Yes []No

(f) Is there a reconciliation of the monthly bank card statement, and does it have supervisory approval? Yes [INo

b. What controls does the commander have in place to ensure timely transmittals of monies? none

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and
$10,000 total collections, or at the close of business each Thursday? Yes []No

(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,

evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? Yes [JNo
(3) Are "no collection" transmittals sent when appropriate? Yes [No
(4) Do tire sale transactions comply with policy? Yes [INo
c. Is security of the postage machine adequate? Yes [JNo
(1) Is the machine locked when not in use? [JYes No
(2) Is the meter reading documented as required? Yes [INo
(3) Is there documentation of monies refunded or forwarded to Fiscal Management Section when the
postage machine is being repaired or replaced? [JYes No
EVALUATED ACTION REQUIRED CORRECTED
5. SUPPLY REQUISITIONS (CHP 41) 12/02/2009 i6
a. Are requisitions prepared properly? Yes [JNo
(1) Who prepares them? OA
(2) Has a practical stock level been established and maintained? Yes [JNo
(3) Is there a system that notifies the staff when the quarterly requisition is going to be prepared? Yes [JNo
(a) Is the quarterly requisition period for this command adhered to? Yes []No
(b) Is there a high number of emergency requisitions? Yes [INo
b. Are items stored properly in a storeroom? Yes [INo
(1) Is there convenient access for regularly used items? Yes [INo
(2) Have obsolete items been removed? Yes []No
EVALUATED ACTION REQUIRED CORRECTED
§, SURFLIES 12/02/2009 no
a. Are all cameras assigned to the command accounted for? Yes [INo
(1) Are camera cases clean and do they contain the required accessories? Yes []No
(2) s camera maintenance assigned to a particular individual? Yes [INo

(a) Whatis his/her preventative maintenance schedule? no specific maintenance schedule/equipment is repaired as needed.

b. Are all extenders assigned to the command accounted for? Yes [JNo
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Department of California Highway Patrol L
" AREA MANAGEMENT EVALUATION Area Division Number
Chapter 5 San Luis Coastal 745
OFFICE MANAGEMENT Obispo
Evaluated By Lt. C. Day Date 11/24/09

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action
Required" box. If this form is used as a Correction Report, the "Correction" box should be initialed and
dated as deficiencies are corrected. Answer individual items with "yes" or "no" answers, or fill in the
blanks as indicated. If additional comments are necessary, the information can be placed in the
Summary Statement. The Summary Statement should include significant findings, accomplishments or
corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions.
This form can be completed in pen or pencil, and the Summary can be handwritten if desired.

Type of Evaluation
[] Formal B Informal Suspense Date
Follow-up Required XICorrection Report W 29
KYes [No by ,.4/ 12-2]-29
Commander's Review Date
1. CLERICAL TASKS Evaluated Action Required | Corrected
X ] L
a. ls the office well-organized? XYes [INo
(1) Are there written job descriptions?
X Yes [JNo
(a) Does clerical staff have their job description at their desk? XYes [No
(b) Does clerical staff understand what is expected of them? MYes [No
(2) Are similar activities grouped together to promote efficiency? Xvyes [INo
(3) Are stenographers available for dictation? [lYes [XNo
{a) Are supervisors or special duty officers trained to give dictation? [(lyes [XINo
(4) If tape recorders are used, can clerical employees transcribe effectively? Kyes [INo
(5) Is the clerical staff knowledgeable in the use of personal computers,
filing requirements, information security, etc.? Kyes [INo
b. Is the Office Services Supervisor (OSS) effective? KyYes [No
(1) Does he/she properly apply management philosophies and
supervisory skills? XYes [INo
(a) Does he/she have the authority and backing necessary to
effectively supervise subordinates? Xlyes [INo
(b) Is the clerical supervisor an effective manager? XYes [INo
(2) Does the OSS identify employees with supervisory potential? Xlyes [INo

(a) Does he/she assist employees in the preparation of written plans
for progressive career development? KYes [INo

(b) Have special interests been identified and educational opportunities
and/or departmental training been afforded the employees? XYes [No
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(1) What controls are in place to ensure officers appear in court? Continuous monitoring by court officer and quarterly audit by

assigned supervisor.

(a) How are appearances minimized following canceliations? Employees are immediately notified of cancellations by telephone.

Notifications of cancellations are then logged.

(b) How are "short notice" cancellations minimized? Same as above. Court is aware of CHP policy.

(2) Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all

appropriate cases? Yes [INo
(3) Who is responsible for managing the process?  Court officer and assigned supervisor.
(a) Are court officers performing duties that could be handled by clerical personnel? Yes [INo
EVALUATED ACTION REQUIRED CORRECTED
11. DEPARTMENTAL MANUALS 12/02/2009 e
a. Are the number of authorized libraries being maintained? Yes [INo
(1) Are the libraries convenient for those who must use them? Yes [1No
(a) What controls are in place for "loaning" manuals to employees? None
(2) Are publications distinctively marked so they can be readily identified? Yes [JNo
(a) Are the number of libraries excessive or sufficient? Sufficient
(b) Is there a listing available of what should be in each library? Yes [JNo
(3) Are publications kept up-to-date? Yes [INo
(4) Who files publication changes? QA and OSSI
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(c) Has the CHP 118A been used to identify particular strengths

of the employees? XYes [No
(3) Does the supervisor set a good example? MYes [[INo
(a) Does he/she show a willingness to assist subordinate personnel? KYes [No
(b) Does he/she know when to act, when to delegate, and when to
refer to a supervisor? XlYes [No
(4) If there is more than one OSS, is the work and supervision
evenly distributed? [JYes [XNo
(5) Does the OSS participate in Area staff meetings? XYes [INo
2. FILING SYSTEM Evaluated Action Required Corrected
X X []
a. Is the Area's filing system in compliance with departmental
guidelines contained in HPG 11.1? Kyes [INo
b. Are other files, i.e., permanent files, enforcement document
files, etc., maintained according to policy? XYes [INo
(1) How far back are accident reports being maintained? Current plus three years
(2) Is there a filing backlog? [ClYes [XINo
(3) Is there evidence of recent office review? XYes [INo
(4) How are Management and All Commanders Memorandums filed and purged? Filed according

to date. They are purged every

four years when the administrative files are purged.

(5) Are Training and Information Bulletins filed? XYes [No
(a) If so, how are they located? Filed in a binder behind the OSS | desk.
(6) Do all clerical employees understand the filing system? XYes [No
(7) Does the Area have an effective suspense system? XYes [No
(a) Do all supervisors take advantage of the suspense system? XYes [No
c. Are personnel files properly secured and access limited? XYes [INo
(1) Are the requirements of the Information Practices Act being followed? XlYes [INo
(2) Is a periodic review done on a regular basis? XYes [INo
(a) If so, how often? Quarterly by OSS |
(3) Is annual employee review and updating conducted as required? ClYes [XINo
(4) Are only required or permitted items contained in personnel folders? XYes [INo
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3. SECURITY OF CRIMINAL

Evaluated Action Required Corrected
RECORDS 7
X 0]
a. Have employees who have access to criminal offender record information
signed an acknowledgement stating they understand the regulations and
policies pertaining to these records? XYes [INo
(1) Has the Area designated a specific person to release criminal
offender record information? XlYes [INo
(a) Do any other persons release this information? XYes [JNo
(b) Has the designated person completed the required training? XYes [No
(c) Are safeguards in place to verify telephone inquiries
prior to disclosure? NYes [INo
(2) Does each person designated to release information maintain
a CHP 263B log? XYes [INo
(a) Are entries maintained for the prescribed period of time? KYes [INo
4, FISCAL PROCEDURES Evaluated Action Required Corrected
L
a. Have discrepancies on the most current audit reports been corrected? [(JYes [XNo
(1) Are all change fund and collections handled and processed
according to policy? XYes [JNo
(a) Are counter receipts and DL45s issued to the field accounted for
and safeguarded? XYes [INo
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander,
and forwarded to Accounting Section? XYes [No
(c) Is there a separation of duties between cashier responsibilities
and transmittal of collections? XYes [INo
(d) Are collections and change funds safeguarded? Kyes [INo
(e) Are checks promptly endorsed and cash receipts reconciled daily? XYes [No
(f) Are counter receipts and DL45s that are issued in sequence accounted
for and returned to Accounting Section upon completion? XYes [No

(g) What specific guidelines are in place for security control and accountability? Petty cash is

kept locked and secured in

filing cabinet with only access to the 0SS |. Change fund is kept locked in a drawer at the

front counter with access to

all office personnel during business hours and locked after hours.

(h) Is a supervisor responsible for review of the system? XYes [INo

(i) Do total collections agree with the total amount of counter receipts

and DL45s issued? XYes [INo

(j) Are counter receipts and transmittal records prepared properly? XYes [No

(k) Are surprise counts of funds performed and documented by the

commander or designee? XYes [No
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(2) Are security and accountability procedures in place for the petty cash fund? Kyes [INo

(a) Is the petty cash fund used only for authorized purchases within the
limited amount? XYes [No

(b} Are valid authorizations on file? XYes [No

(c) Is a Disbursement Voucher (Std. 439) completed and signed
by the commander when the receipt does not show the vendor
name or item purchased? XlYes []No

(d) Are there adequate procedures to ensure purchases are properly authorized? XYes [JNo

(e) Are surprise counts performed by someone not involved in handling

the petty cash fund? XYes [No
(3) Are X-Number services proper and within departmental
and state policy? KYes [INo
(a) Are services procured over $1,000? XYes [INo
(b) Is the amount limit circumvented by splitting procurements? [IYes [XNo
(c) Are three price quotations obtained and documented
on a CHP 78X? XYes [No
(d) Do invoices itemize charges and reference X-Numbers? XYes [INo
(4) Are bank cards adequately safeguarded, and purchases reviewed
by a supervisor? XYes [No
(a) Are cardholders familiar with the bank card process,
including prohibited and restricted items? XYes [No
(b) Are purchases within established policy? XYes [INo
(c) Are three price quotations obtained and documented on a CHP 315X? XYes [No
{(d} Is the bank card log completed properly? XYes [INo
(e) Are invoices and CHP 315Xs reviewed by a supervisor? XYes [INo

(f) Is there a reconciliation of the monthly bank card statement,
and does it have supervisory approval? XYes [INo

b. What controls does the commander have in place to ensure the timely
transmittals of monies is being made? The transmittal is completed weekly, signed by the
commander, and submitted to FMS.

(1) Are collections sent to Accounting Section at the first occurrence
of $200 (or $500) in cash and $5,000 total collections, or at the
close of business each Thursday? Myes [INo

(2) Are monies received for DL45s, asset forfeiture, reimbursables,
evidence, etc., handled appropriately by coordinating transmittal
with the Area cashier? XYes [INo
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(1) Is there adequate security for extender batteries and other supplies? Yes [JNo
EVALUATED ACTION REQUIRED CORRECTED
7. OFFICE EQUIPMENT 12/02/2009 yes
a. Are office machines in good condition and properly maintained? Yes [No
(1) Is the vendor complying with maintenance contract provisions? Yes [JNo
(2) Is there a shortage or surplus of machines? [dYes No
b. Is the Management Information System (MIS) used properly? Yes []No
(1) Who is authorized to use the equipment?  QSSI and OA
(2) How is training provided, and by whom? Vender and Division personnel.
(3) Is there a usage schedule for uniformed and nonuniformed personnel? [Yes No
(4) Are there controls in place to ensure confidentiality? [JYes No
(5) Are all personnel aware of how to request repairs after normal business hours? [JYes No
(8) Isthe MIS used to send messages to other offices in lieu of formal memorandums? []Yes No
(7) What system is used to ensure proper routing of MIS information? QA discretion.
c. Are personal computers used properly? Yes [No
(1) Who is authorized to use the equipment?  Assigned employees.
(2) How is training provided, and by whom? One on one and at briefings by LAN Coordinator.
(a) How many employees are trained in its use? All except custodian.
(3) Are there restrictions on the time its used? OYes No
(a) Is there a schedule for uniformed and nonuniformed employees? Yes No
(4) Is confidential or sensitive information being stored on a PC hard drive? [JYes No
(a) Ifso, is the PC password protected? Yes [No
(b) Is confidential or sensitive information stored on disks, CDs, or removable drives keptin a
secure area? Yes [JNo
(5) What is the PC being used for?  Work related use only.
(6) Are controls present to prevent inappropriate/personal use of the computer? Yes [No
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(7) Are backup procedures being performed on a regular basis? Yes [1No
(a) Where applicable, are backup disks stored in a secure area? Yes []No
(8) Are PC manuals and other documentation available to all users? Yes [No

(9) What procedures are in place to ensure out-of-date documents and files are purged? None

(10) Are employees aware of the availability of assistance in resolving computer related problems? Yes [No
(11) Is anti-virus software regularly utilized on all state-owned PCs? Yes [No
EVALUATED ACTION REQUIRED CORRECTED
8. PUBLIC CONTACTS 12/02/2009 o
a. Does the office have extended office hours? JYes No
(1) If so, are they adequate and effective? OYes [INo
b. Are persons served promptly and courteously? Yes []No
(1) Are backup personnel immediately available? Yes [No
(2) Is telephone service both efficient and effective? Yes [INo
(3) Are limited duty personnel used for receptionist duties and answering telephones? Yes [No
(4) Are officer substitutions for nonuniformed positions kept at a minimum? Yes [INo
EVALUATED ACTION REQUIRED CORRECTED
9. SCHOOL BUS DRIVER EXAMINATIONS 12/02/2009 s

a. Is school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned?  Assigned as a collateral duty responsibility to a road patrol officer.

(1) Are tests and test keys kept in a secure place? Yes [No

(2) How are interested parties advised of testing procedures? By the assigned coordinator.

(a) Are exams graded in the presence of the applicant, and missed questions discussed? [dYes No

(b) Does the officer or coordinator take possession of the test and dispose of accordingly? Yes []No

(3) How are test disposed of?  Office paper shredder.

(4) s there a specific date and time set aside for testing? Yes []No
EVALUATED ACTION REQUIRED CORRECTED
10. COURT INFORMATION PROCEDURES 12/02/2009 id
a. s there a systematic method of coordinating court appearance matters? Yes [ONo
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(3) Are "no collection" transmittals sent when appropriate? XYes [INo
(4) Do tire sale transactions comply with policy? KYes [No
c. Is security of the postage machine adequate? MYes [INo
(1) Is the machine locked when not in use? Xlyes [INo
(2) Is the meter reading documented as required? Kyes [INo
(3) Is there documentation of monies refunded or forwarded to
Accounting Section when the postage machine is being repaired
or replaced? (JYes [XNo
5. REQUISITIONS Evaluated Action Required Corrected
X L
a. Are requisitions prepared properly? KYes [INo
(1) Who prepares them? Oss | and WPT (Tina Weller and Jessica Barrett)
(2) Has a practical stock level been established and maintained? XlYes [No
(3) Is there a system that notifies the staff when the quarterly
requisition is going to be prepared? XYes [No
(a) Is the quarterly requisition period for this command adhered to? XYes [INo
(b) Is there a high number of emergency requisitions? [JYes [XNo
(4) Are inventory card files utilized? ClYes [XNo
(5) Are the two required inventory listings (CHP and DGS) utilized? XlYes [INo
(a) Is the CHP 238D used to prepare the annual inventory listing
for items from the CHP Supply Catalog? [JYes [XINo
(b) Is the DGS Material Services computer printout used to prepare the
annual inventory listing for items ordered from the Material Services
Supply Catalog? XYes [INo
(c) Are inventory listings, including inventory control cards, kept for
a period of four years or until audited by Accounting Section's
Materials Management Unit? [JYes [XINo
b. Are items stored properly in a storeroom? KYes [INo
(1) Is there convenient access for regularly used items? XYes [No
(2) Have obsolete items been removed? XYes [INo
6. OTHER EQUIPMENT AND Evaluated Action Required Corrected
SUPPLIES X [
a. Are all cameras assigned to the command accounted for? MXYes [INo
(1) Are camera cases clean and do they contain the required accessories? XlYes [JNo
(2) Is camera maintenance assigned to a particular individual? XYes [INo
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(a) What is his/her preventative maintenance schedule? As needed

b. Are all extenders assigned to the command accounted for? Kyes [INo
(1) Is there adequate security for extender batteries and other supplies? XYes [JNo
7. OFFICE EQUIPMENT Evaluated Action Required Corrected
24 [ L[]
a. Are office machines in good condition and properly maintained? XYes [INo
(1) Is the vendor complying with maintenance contract provisions? XYes [INo
(2) Is there a shortage or surplus of machines? (JYes [XINo
b. Is the Management Information System (MIS) used properly? XYes [JNo

(1) Who is authorized to use the equipment? All office personnel

(2) How is training provided, and by whom? Training is provided by the OSS | at time of hire and
updated as needed.

(3) Is there a usage schedule for uniformed and nonuniformed personnel? [Jyes [XINo
(4) Are there controls in place to ensure confidentiality? MyYes [INo

(5) Are all personnel aware of how to request repairs after normal
business hours? XYes [No

(6) Is the MIS used to send messages to other offices in lieu of
formal memorandums? [Jyes [XNo

(7) What system is used to ensure proper routing of MIS information? Distributed from command
staff to office staff

c. Are personal computers used properly? XYes [INo

(1) Who is authorized to use the equipment? All personnel

(2) How is training provided, and by whom? Annual training for CLETS, as needed training for all
personnel depending on need.

(a) How many employees are trained in its use? All

(3) Are there restrictions on the time its used? [OYes XNo
(a) Is there a schedule for uniformed and nonuniformed employees? [JYes [XNo

(4) Is confidential or sensitive information being stored on a

PC hard disk? XYes [INo
(a) If so, is the PC password protected? XYes [JNo
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(b) Is confidential or sensitive information stored on floppy
disks kept in a secure area? OYes [XNo

(5) What is the PC being used for? Accident reports, arrest reports, time keeping, memorandums,
etc.

(6) Are controls present to prevent inappropriate/personal use of
the computer?

XYes [INo
(7) Are backup procedures being performed on a regular basis? XYes [INo
(a) Are backup disks stored in a secure area? XYes [INo
(8) Are PC manuals and other documentation available to all users? Xlyes [No

(9) What procedures are in place to ensure out-of-date documents
and files are purged? Automatic purging via the LAN system

(10) Are employees aware of the availability of assistance in

resolving computer related problems? MXYes [No
(11) Is anti-virus software regularly utilized on all state-owned PCs? XYes [INo
8. ATTITUDE OF NONUNIFORMED Evaluated Action Required Corrected
EMPLOYEES ] ]

a. Based on personal observation and discussion with staff, what is the
attitude of nonuniformed personnel? They are happy.

b. What are the personal appearances of the nonuniformed employees? Professional and
appropriate.

(1) Do employees interact well together? XYes [No

c. What is the attitude of the members of the office staff toward their job responsibilities? Happy
with their responsibilities,

willing to help each other accomplish various tasks, and take their jobs seriously.

9. PUBLIC CONTACTS Evaluated Action Required Corrected
] [

a. Does the office have extended office hours? [JYes [XINo
(1) If so, are they adequate and effective? (JYes [No

b. Are persons waited on promptly and courteously? XYes [JNo
(1) Are backup personnel immediately available? XYes [INo
(2) Is telephone service both efficient and effective? XYes [No
(3) Are limited duty personnel used for receptionist
duties and answering telephones? XYes [No
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(4) Are officer substitutions for nonuniformed positions

kept at a minimum? XYes [INo
10. SCHOOL BUS DRIVER Evaluated Action Required Corrected
EXAMINATIONS X ] ]

a. Is school bus driver testing a special duty or a clerical function, or is a full-time school bus
coordinator assigned? Special Duty

function (Officer Joe Vega - PIO)

(1) Are tests and test keys kept in a secure place? XYes [INo

(2) How are interested parties advised of testing procedures? At the beginning of the testing
process the procedures are

reviewed with the applicants prior to testing.

(a) Are exams graded in the presence of the applicant, and
missed questions discussed? Xyes [JNo

(b) Does the officer take possession of the test and dispose of accordingly? XYes [No

(3) How are tests disposed of? Shredded immediately after being graded.

(4) Is there a specific date and time set aside for testing? XYes [INo
11. COURT INFORMATION Evaluated Action Required Corrected
PROCEDURES X ] ]
a. Is there a systematic method of coordinating court appearance matters? XlYes [No

(1) What controls are in place to ensure officers appear in court? Court officer follows up,
provides a list to supervisors in

the event a court appearance was missed, supervisors follow up wth officers to ensure all future
court appearances are made.

(a) How are appearances minimized following cancellations? Court officer notifies the officers

(b) How are "short notice" cancellations minimized? Court officers is in constant contact with
the court.

(2) Are CHP 90s properly distributed and completed on all
appropriate cases? MYes [INo

(3) Who is responsible for managing the process? OSS |, supervisors, managers

(a) Are court officers performing duties that could be
handled by clerical personnel? CJYes [XNo
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12. DEPARTMENTAL MANUALS Evaluated Action Required Corrected
X ] L
a. Are the number of authorized libraries being maintained? XYes [INo
(1) Are the libraries convenient for those who must use them? XKYes [ JNo

(@) What controls are in place for "loaning" manuals to employees? Manuals are not loaned to
employees. Because all

manuals are on line, employees can make digital copies of any manual they need and review
the manual on their laptop

computer.

(2) Are publications distinctively marked so they can be readily identified? XYes [No

(a) Are the number of libraries excessive or sufficient? Sufficient

(b) Is there a listing available of what should be in each library? XlYes [JNo

(3) Are publications kept up-to-date? XYes [No

(4) Who files publication changes? WPT (Jessica Barrett)

COMMENTS
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INSTRUCTIONS lndlcate |tems rewewed by placmg a check in the "Evaluated box and/or the "Action Required" box If this
form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This
form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

IYPE OF EVALUATION | SUSPENSE DATE
"1 Formal Evaluation 7] lnformal Evaluat|on
.f-._'le'. IU'.';”_:. -_'._E 5.---- e === - == = = — —— -_-_'-n _-. .;- _;-:-.:.-_E:-_ ¥ Y ERE r ) :E A TT
& W TEQUIR L.- Corfeclloﬂ Repon COMMARDER'S REVIEW HIATE
[lYes [ZINo . ;
fgy SO0 (. & LaP 17/ L ST 7
g CLERICAE-T‘I_\.;}S_ _ T T Tevalusten LAC TION RE QUIRED TCORRI C7E D
|Yes JNo
a. s the office well organized? ViYes [ No
(1) Are there written job descriptions? l/l Yes | No
(a) Does clerical staff have their job description at their desk? [] Yes LI No
(b) Does clerical staff understand what is expected of them? Yes [JNo
(2) Are similar activities grouped together to promote efflclency’? [v}Yes [TiNo
(3) lf tape recorders are used, can clerical employees transcrlbe effectlvely7 Al TYes | INo

(4) Is the clerical staff knowledgeable in the use of personal computers, filing requirements, information

secumy etc.? viYes No

(5) Can another_cler_loa_l -e_;p_loyee assu_n-l;t_he_ .dxu-tles of a clerlcal employee who is absent’) YiYes | No

b Isthe Ofice Services Supervisor (OSS) effective? : Vives | No

_ .__(1-) _ lgoesh_e-/she properly apply management phl_losop-mes arlcl_so_pemsor-y_s_kllls’? - o ” [VlYes [ No
(a) Does he/she have the authority and backing necessary to effectively supervise subordinates? _ E] Y-es [j No"

o (b)ml-s the clerical supervisor an effective manager? [j Yes [ ]No

(2) Does the OSS identify employes with supervisory potential? D Yes D No

(a) Does he/she assist employees in the preparation ofwrltten plans for progressive career

development? ViYes | No
(b} l-lave special interests been identified and educational opportunities and/or departmental training

been afforded the employees’) 7! Yes No

(c) Has the CHP 120, Individual Developmenl Plan for F.Jture Job Performance of Permanent

Employee, been used to identify particular strengths of the employees? wiYes | No
(3) Does the supervisor s’ a _ - i -D Yes- E No
N (a) Does he/she show & win:, _ 256w assisisubmo.’ u persc © ___i_;e_su _D No )
_(b)_boes _ll_els_lle know when to act, when to delegate, and when to refer lo_a supervisor? - Yes [INo
(4) If the;e is mor—et;n_or:egs_é ‘; the work and superVISlo_r:e\_/eoly'dl-s_tllp_uted’? - -_‘—[Z_l.Yes L] No“

(5) Does the OSS part|0|pate in Area staff meetmgs’? iviYes T No

Deslroy Previous Editions
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2. FILING SYSTEM Ves INo

a ts the Area's filing system in compliance with departmental guidelines contained in HPG 11 1, Field Office
File Guide? v!Yes

b Are other files, i.e. permanent files, enforcementdocument f|les etc., mamtamed accordlng to pollcy’) V1Yes

(1) How far back are accident reports being mamtamed’? N/A Accndent Repoxtq are Flcd at Hollmtel Glhoy Alca

(2) Is there a filing backlog? [:] Yes

(3) Is there evidence of recent office review? 1_] Yes

[EVALUATED T [ACThON REQURED CORRI €713

" No

r-

No

¥INo

LiNo

(4) How are Management and All Commanders Memorandums filed and purged? Mamtamed in annual bmdels and retamcd fon 3

years.

(5) Are Tralnmg and Information Bulletins filed? /1Yes

(a) If so, how are they Iocated7 Avallable n bmdcns tn supplv room.

(6) ” D‘o all clerical employees understand the filing system? fv] Y‘es

_ t7) Does the Area have an effective suspense system? S --E]-tes
B (a) Do all supervisors take advantage of the suspense system? o . E Yes
c. Are personnel files properly secured and access limited? S iviYes
(‘I) Are the requirements of the Information Practices Act being foIIo;AEj’; - ‘ - V] Yes

(2) Isa perlod|c review done on a regular basis? ; v1Yes

(a) Ifso howoften’7 /\nnually

(3) Is annual employee review and updatmg conducted as reqwred’? vjYes

(4) Are only required or permitted items contained in personnel folders’? [v]Yes
- EVALUATED TACTION REQUIRED CORRECTED

3. SECURITY OF CRIMINAL RECORDS No - N/A

a. Have employees who have access to criminal offender record information signed an acknowledgment

stating they understand the regulations and policies pertaining to these records? D Yes

(1) Has the Area designated a specific person to release criminal offender record information? - Yes--
(a) Do any other persons release this information? o _“L,;_Ye_s_

) “(b_)__Has the designated person cornpleted the_req_wr-eo tr;nn_g’?__.__—" B . "lyes
(c) 'Are ;agg_uarde lnv.plaoe -to;e;y -t_e_tephone |no;1_r;:-s"onor to dlsclosur-e's i Yes

(2) Does each person that is designated to release |nformat|on maintain a CHP 263B, Criminal Offender

Record Information Release Log? JYes

(a) Are entries maintained for the prescrlbed period oftlme’? [JYes
T T [EVALUATED o ACTION REGUIRED __Tron-%
4. FISCAL PROCEDURES Yes No

a. Have dlscrepanC|es on the most current audit reports been corrected? f] Yes

Destroy Prewous Edltlons
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(1) Are all change fund and collecttons handled and processed accordmg to pollcy7 "/ Yes Ng
(a) Are counter recelpts and DL455 Callforma Special Driver's Certificate, issued to the field
accounted for and safeguarded? VlYes [INo
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? 2 A [JYes ([ JNo
(c) Is there a separation of duties between cashier responstbllmes and transmittal of collections? [JYes [“!No
(d) Are collections and change funds safeguarded’? /1Yes _No
(e) Are checks promptly endorsed and cash recelpts reconcHed dally7 /' Yes No
() Are counter receipts and DL45s that are lssued in sequence accounted for and returned
to Fiscal Management Section upon complet|0n7 v Yes No

(9) What specmc gmdelmes are in place for security control and accountablhty’?

All counter 1ccc1pts arc kept in a sccure location,

GIF does not have a change fund as reports are not sold at thls location. Only Jecetpts issued are fot civil witness fees.

(h) ls a supervisor responsible for review of the system?

(i) Do total collections agree with the total amount of counter recelpts and DL45s issued?

(j) Are counter receipts and transmittal records prepared properly?

(k) Are surprise counts of funds performed and documented by the commander or deS|gnee7

(2) Are securlty and accountab|||ty procedures in place for the petty cash fund7

Is the petty cash fund used only for authonzed purchases Wlthm the I|m| ted amount'7

Are valid authorlzatlons on file?

(a)

Is a Disbursement Voucher (Std. 439) completed and signed by the commander when the
receipt does not show the vendor name or item purchased?

wiA

Are there adequate procedures to ensure purchases are properly authorized?

Are surprise counts performed by someone not involved in handling the petty cash fund7

(3) Are X-Number services proper and within departmental and state policy?

(a) Are services procured over $4,999.997

(b) Is the amount limit circumvented by splitting procurements7

(c) Are three price quotatlons obtalned and documented ona CHP 78X X- Number Request’>

(d) Do invoices itemize charges and reference X- Numbers'7

(4) Are bank cards adequately safeguarded, and purchases reviewed by a superwsor7

(a) Are cardholders familiar with the bank card process, |nc|ud|ng proh|b|ted and restrlcted |tems’>

(b) Are purchases within established policy?

(c) Are three price quotations obtained and documented on a CHP 31 5X’?

(d)

Is the bank card log completed properly?

Destroy Previous Editions
CHP 4538 (Rev 5.06) Page 3 of 7

V] Yes

7] Yes

[ iYes
Y] Yes
viYes

V] Yes

V] Yes

vl Yes

@ Yes
[ves

. 1Yes
D Yes

) j Yes
“ru Yes
V] Yes
[] Yes
vl Yes

viYes

7 Yes

. [v] Yes

.FNO

[TINo

ks

. i No
i "No
No
No

[LINo

i No
':.No
ti_No
[ “No
V. No
[v. No
[ . No
[ /No
i No
. No
T "No

No

.No

4540306 oot



STATE GF CALIFORNIA

TIFARTMENT O CAITTORNIA HIGHWAY PATROL
AREA MANAGEMENT EVALUATION

OFFICE MANAGEMENT
CHP 453E (Rev 5- 06) OP1 009

(e) Are invoices and CHP 317, CAL Card Log, revrewed by a superv:sor7

() Isthere a reconcmatlon of the monthly bank card statement, and does it have supervisory approval”

YiVYes

[v1Yes

T No

T No

b What controls does the commander have in place to ensure tlmely transmlttals of monles’7 Commandcr review of the weekly

tr ansmlttal and all cn/ll supoena/CHP 90 documentallon

(1) Are coliections sent to Fiscal Management Sectton at the frst occurrence of $1 000 in cash and

$10,000 total collections, or at the close of business each Thursday? Yes [JNo
(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables,
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? Yes [INo
(3) Are no collection" transmittals sent when appropr|ate’7 [vIYes [ 1No
(4) Do tire sale transactions comply W|th policy? NI Yes “No
Gl Is secunty ofthe postage machine adequate'? 7/ Yes No
(1) Isthe machrne Iocked when not in use? 7. Yes No
(2) s the meter reading documented as required? iviYes No
(3) Is there documentation of monies refunded or forwarded to Flscal Management Sectlon when the
postage machine is being repaired or replaced? [“JYes [INo
EVALUATED ACTION REQUIRED CORRECTED
5. SUPPLY REQUISITIONS (CHP 41) ¥
Yes No
a Are reqwsmons prepared properly’7 [vlYes [JNo
(1) Who prepares them’? OSS]
(2) Has a practrcal stock level been establlshed and malntarned'? /" Yes No
(3) Is there a system that notifies the staff when the quarterly requnsmon is going to be prepared? viYes No
(a) Is the quarterly requisition period for this command adhered to? vivYes No
(b) Is there a high number of emergency requisitions? i JYes . No
b. Are items stored properly in a storeroom? [] Yes [_INo
(1) Is there convenient access for regularly used items? “lYes [ INo
(2) Have obsolete items been removed? “/1Yes _iNo
- - - [Evatuaten AGTION REQUIRED CORRECTED
6. SUPPLIES -
€s No )
a. Are all cameras aSSIQned to the command accounted for? iviYes No
(1) Are camera cases clean and do they contain the requwed accessories? ViYes No
(2) ls camera maintenance assigned to a partlcular |nd|vrdua|’? ] Yes No

(a) What is his/her preventative maintenance schedule? None. Cameras are mﬂequently uscd and not in nced of regular

maintenance.

b Are aII extenders aSS|gned to the command accounted for’7

U 453 (Rev 5-08) Page 4 of 7

viYes | .No
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(1) Is there adequate security for extender batteries and other supplies? ivlves [ No
- ‘__‘]'EWQLJM_E}) N | AcTiON REQUIRED {CORRI CTED
7. OFFICE EQUIPMENT |YCS INo
a. Are office machines in good condition and properly maintained? [:] Yes [ No
(1) Is the vendor complying with maintenance contract provisions? ‘_I Yes [ No
(2) s there a shortage or surplus of machines? il Yes iviNo
b. s the Management Informahon System (MIS) used proper|y7 /i Yes No

(1) Who is authorlzed to use the equrpmenl” Clerical staff. sergeants and licutenant.

(2) How is training provided, and by whom? In-house training by OSS]

(3) Isthere a usage schedule for uniformed and nonuniformed personnel? []Yes No

(4) Are there controls in place to ensure confidentiality? Yes [ INo
(5) Are all personnel aware of how to request repalrs after normal business hours? VlYes ['No

(6) Is the MIS used to send messages to other offces in lieu of formal memorandums’7 v'Yes  No

(7) What system is used to ensure proper routlng of MIS lnformatlon’7 Commandecr review,

c. Are personal computers used properly? v.Yes No

(1) Who is authorized to use the equipment?  All employees.

(2) How s training provided, and by whom? New employees are given hands-on training at the Facility.

(a) How many employees are tralned in its use’? 46

(37) Are there restrictions on the time its used’? . "Yes v No
7 7(a) 7Is ther?eiaiscneiduleroriunrfiormed and nonunlfermed employees'? ©iYes v No
—@ -_I_s eenf_denrm_cgan;;ye;f;rmatlon being stored on_a- -P-&)._hard d_nve7 - ViYes [~ No
- (a) _If s0, is the PC password protected? - . Yes D_No

(b) Is confidential or sensitive information stored on disks, CDs, or removable drives kept in a
secure area? Yes [INo

{(5) Whatis the PC being used for?  State business only.

(6) Are controls present to preveni inappropriate/personal use of the computer? v Yes No

Destroy Prevrous Editions
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(7) Are backup procedures being performed on a regular basis? [v] Yes [j No
(a) Where applicable, are backup disks stored in a secure area? Yes [JNo
(8) Are PC manuals and other documentation available to all users? [“lYes [TiNo

(9) What procedures are in place to ensure out-of-date documents and fles are purged’? Per 1od|c review by LAN coordinator.

(10) Are employees aware of the avallabllrty of assistance in resolving computer related problems? /lYes | ' No
(11) Is anti-virus software regularly utilized on all state-owned PCs? “JYes [ _No
EVALUATED ACTION REQUIRED [cormEcTEn
8. PUBLIC CONTACTS |
Yes No I o
a. Does the office have extended office hours? Yes [ INo
(1) If so, are they adequate and effective? vlYes [ _No
b Are persons served promptly and couneously7 “ViYes | No
(1) Are backup personnel |mmed|ate|y available? /l¥Yes | No
(2) Is telephone service both efﬁcrent and effective? v Yes No
(3) Are limited duty personnel used for receptionist duties and answering telephones’7 i/jYes | No
(4) Are officer substitutions for nonuniformed positions kept at a minimum? Yes [ iNo
EVALUATED ACTION REQUIRED [CORRECTED
9. SCHOOL BUS DRIVER EXAMINATIONS No - N/A |

a. s school bus driver testing a special duty or a clerical function, or is a full-time schoo! bus coordinator
assigned?

@) Are tests and test keys kept in a secure place’? [ iYes | _No

(2) How are |nterested parties advrsed of testrng procedures’7

(a) Are exams graded in the presence of the applicant, and missed questions discussed? [] Yes | 'No

(b) Does the officer or coordinator take possession ofthe test and dlspose of accord|ng|y7 [1 Yes [ _No

(3) How are test disposed of’P

(4) Is there a specific date and time set aside for testlng‘7 Jyes [CNo
o T - [EVALUATED  |ACTIONREQUIRED CORRECTED '
10. COURT INFORMATION PROCEDURES |
Yes [No _ S
a. s there a systematic method of coordinating court appearance matters? lYes | No

Destroy Previous Editions
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STATE OF CALIFORNIA

—  DERARTMENT OE CALIEORMA MIGHWAY- RATRE !ARE‘JK JVISIC NUMBER
AREA MANAGEMENT EVALUATION |M_ - (Coastal 740
OFFICE MANAGEMENT EVALUATED BY DATE
C!‘IE_453E (Rev. 5-06) OPI 009 | _D._Aguilar, #11__9.1.5. o B ...%4/3009_ -

INSTRUCTIONS: Indicate items reviewed by placing a check in the "Evaluated" box and/or the "Action Required” box. If this

form is used as a Correction Report, the "Correction" box should be initialed and dated as deficiencies are corrected. Answer
individual items with "yes" or "no" answers, or fill in the blanks as indicated. If additional comments are necessary, the information
can be placed on the CHP 454, Area Management Evaluation Supplement. The Supplement should include significant findings,
accomplishments or corrective actions, unresolved items, problems or progress, and the evaluator's overall impressions. This

form can be completed in pen or pencil, and the Supplement can be handwritten if desired.

SUSPENSE DATE

[] Formal Evaluation Informal Evaluation

FOLLOW-UP REQUIRED [ Correction Report COMMANDER'S REVIEW DATE
[1Yes No
L BY - D.E. Aguilar, #11915 111/30/2009
1. CLERICAL TASKS B’_Axgﬁ’ar ]ﬁ;ﬁ’g REQUIRED A
a. ls the office well organized? Yes [ ;lo )
o _(1)_ Are thére written job description;?_ o - _‘ Yes -_Ij_go -
(@) Does clerical staff have their job description at their des-k_? - ) - Yes [No o
- .(b) Does clerical staff understamh;‘t_i;e;p;acted of them? - _ Yés_ _[]_I\Io_'
B _(Zﬁre similar activities g_rou_pecmg-;h;r to promote efficiency? - o '_Y_é.s__rE] No o
o (_3) _Iftape recorders are us_ed, can (A:Ie_r-i;al employees transcribe effeciively'? N - _Y_e; I_:| N-o o
(4) s the clerical staff kn_o_wledgeable in the use of p;rsonal computers, ﬂIir;;equTrements. i;o;ation
security, etc.? Yes []No
- (5) _Can another clerical employee—assu;n;e duties_of a cleric;employee who is absent? o Yes _l:l r;l;_“
b. Is the Office Servi_cesEp;;iso$SS) effective? o : _;es : _[]E) :
- (1) Does h_e/s_he @er]y a;pIy management philo_so;ﬂes and supervisory skills_’?‘ - Yes [No -
(a) Do;s he/she have the authority and backing necessary to effectively supervise subordinates? Yes [JNo
(b) Is the clerical supervisor an effec_tive mana;;er? - Y'es_ [INo i
(E) Does the—O§S identify employes with supervisory potential? Yes [No
(a) Does he/she assist er_n—pﬂI;)y_t‘a‘es in the pr;ration of written plans for progressive_ca;er i o -
development? Yes [INo
o (_b) Have special interests b;; ae.ntiﬁed and educational opportunities a;d/o} aépért_m;r\ta_l training ) - -
been afforded the employees? Yes [INo
- (c) Has the CHP 120, Individual Development Plan for_Future Job Perforr;ar;e of Perrﬁr;n_e‘r;t“_-_ -
Employee, been used to identify particular strengths of the employees? Yes [No
(3) Does_the_supervisor set a good exam-ple? a ) - Yes [INo .
(a) Does}e;he show a willingness to assist suborcﬁatt_e_personnél_? - o _Yes _D No o
(b) Doe;_he/she know when to act, w;1en to .d_ele;;a;,_ahd when to refer to a supervisor? ) Y_es I:I_No i
o (4) Ifaere is more than one OSS_,i_s—t;; _v;c)r_m;s:perv;sic;n evenly distribu_ted? | ) _I] Yes No
(5) _Do;-s ht-h; OSS participate in Are; staﬁ;éeﬁgs? o - _e; I

[INo
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2 IFILING - EVALUATED ACTION REQUIRED CORRECTED
i D. Aguilar None N/A
a. Isthe Area's filing system in compliance with departmental guidelines contained in HPG 11.1, Field Office
File Guide? Yes [JNo
b. Are other files, i.e., permanent files, enforcement document files, etc., maintained according to policy? Yes [INo
(1) How far back are accident reports being maintained? Four years plus current,
(2) Is there a filing backlog? [JYes No
(3) Is there evidence of recent office review? Yes [J]No
{4) How are Management and All Commanders Memorandums filed and purged? They are filed in a binder and purged by expiration
date.
(5) Are Training and Information Bulletins filed? Yes [No
:1) If so, how are tr_1ey located?  In a binder. _
(6) Do all clerical employees understand the filing system? Yes []No
(7) Does the Area have an effective suspense system? ) Yes [JNo -
(a) Do all supervisors take advantage of the suspense system? Yes ) _IZ] No
c. Are personnel files properly secured and access Ii;n_ited? B Yes ) OJ No___
(1) Are the requirements of the Information Practice; Act being foIIowed’j7 Yes [INo -
(2) Is a periodic review done on a regular basis? Yes [JNo :
(a) If so, how often? Annually. o
(3) Is annual employee review and updating conducted as required? Yes [No R
(4) Are only required or permitted items contained in personnel folders? Yes [INo
P e s s B L T [ o ot e EVALUATED ACTION REQUIRED CORRECTED B
a. Have employees who have access to criminal offender record information signed an acknowledgment
stating they understand the regulations and policies pertaining to these records? Yes [No
(1) Has the Area designated a specific person to rele-al_s_e;i_minal of_fc;nder record information? Yes [JNo -
(a) Do any other persons release this information? - [JYes No
o (b) Has the designated person completed the required training? Y;s ] No-—_
(c) Are safeguards in place to verify telephone inquiries prior to disclosure? Yes [JNo
(2) Does each person that is designated to release information maintain a CHP 263B, Criminal Offender
Record Information Release Log? Yes [No
(a) Are entries maintained for the prescribed period of time? Yes []No
4. FISCAL PROCEDURES EW\LU;‘\TE‘D ACTION REQUIRED CORRECTED
) s D. Aguilar None NA
a. Have discrepancies on the most current audit reports been corrected? Yes [No
Destroy Pre;ous Editions _ B R
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(1) Are all change fund and collections handled and processed according to policy? Yes [INo
(a) Are counter receipts and DL45s, California Special Driver's Certificate, issued to the field
accounted for and safeguarded? Yes [No
(b) Are "voided" or "no fee" DL45s marked as such, signed by the commander, and forwarded
to Fiscal Management Section? Yes [INo
(c) Isthere a separation of duties between cashier responsibilities and transmittal of collections? Yes [JNo
(d) Are collections and change funds safeguarded? Yes [No
(e) Are checks promptly endorsed and cash recelpts reconciled daily? Yes [INo

(f) Are counter receipts and DL45s that are issued in sequence accounted for and returned
to Fiscal Management Section upon completion? [“lYes [INo

What specific guidelines are in place for security control and accountability? Thc change fund and petty Cash are locked in a

desk drawer which the OSS-1 and OA have access to the key. The change fund and petty cash are reconcﬂed each Friday

—
[{e]
—

when the transmittals are done.

(h) Is a supervisor responsible for review of the system? Yes [INo
(i) Do total collections agree with the total amount of counter receipts and DL45s issued? Yes [INo
(i) Are counter receipts and transmittal records prepared properly? o Yes [INo
(k) Are surprise coﬁs of funds performed ;;Jdocun;ntedﬂt;ﬂ;comman_der or d;S|gn;e_’;_ - Yes [INo -
(2) Are;curity and accountability procedures in place for the petty cash fund? ‘\; _[]_ No
(a) lIs the petty ;ash fL:nd used only -for authorized purchases within the limited amount? N Yes [JNo
(b) Are v_alid authorizations on file? o Yes [] l;) )
) (c) Is a Disbursement Voucher (Std. 439) completed and signed by the commander when the o
receipt does not show the vendor name or item purchased? Yes [No
(d) Are there adequate procedures to ensure purchases are properly authorized? ;e-s [INo
(e) Xr_e surprise counts performed by so;neone not involved in ;andlag tl;e petty cash fund? ) Yes [INo
(3) Are X-Number services pr_op;er a_nd within departn;;tal‘;;a s_t-a;e ;O[I;‘,;;- - _ Yes [INo o
(a) Are services procured_over $4,999.997 O Ye: No
(b) Is the amount Iimit_t;irc:m;ented by splitting procurements? - [JYes No
(c) Are three price quotations obtained and documented on a CHP 78X, X-Number Request? Yes [INo N
. (d) Do invoices itemize charges and reference X-;luTnbers? - o Yes [INo o
(4) Are bank cards adequately safeguarded, and purchases reviewed by a supervisor? ) ) Yes [INo
(a) Are cardholders familiar with the bank card process, ln_cludlgg prohibited and restr:cted |tems_'? - Yes_ T:l N:) o
(b) Are purchases within established po_licy? ) Yes [INo o
(c) Are three price quotations obtaine; and documented on a CHP 315X? ) Yes [INo
- (d) Is the bank card log completed properly? Yes [ &o o
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(e} Areinvoices and CHP 317, CAL-Card Log, reviewed by a supervisor? Yes [INo

(f) Is there a reconciliation of the monthly bank card statement, and does it have supervisory approval? Yes [1No

b. What controls does the commander have in place to ensure timely transmittals of monies? A weekly suspense.

(1) Are collections sent to Fiscal Management Section at the first occurrence of $1,000 in cash and

$10,000 total collections, or at the close of business each Thursday? Yes [INo

(2) Are monies received for DL45s, California Special Driver's Certificate, asset forfeiture, reimbursables, -
evidence, etc., handled appropriately by coordinating transmittal with the Area cashier? Yes [JNo

(3) Are "no collection” transmittals sent when appropriate? Yes - _[I No N

(4) Do tire sale transactions comply with policy? Yes [INo
c. Is security of the postage machine adequate? N Yes [No
(1) Is the machine locked when not in use? Yes [JNo
o (2) Is the meter reading documented as required? - Yes [No

(3) Is there documentation of monies refunded or forwarded to Fiscal Management Section when the

postage machine is being repaired or replaced? Yes [INo
EVALUATED ACTION REQUIRED CORRECTED
5. SUPPLY REQUISITIONS (CHP 41) D. Aguilar None N/A
a. Are requisitions prepared properly? Yes [INo
(1) Who prepares t;am?_ The OA;)S_S-I— ___________ N
(2) Has a practical stock level been established and maintained? - Yes []No
(3) Is there a system that notifies the staff when the quarterly requisition is going to be prepared? Yes [INo
(a) Is the quarterly requi;tion period for this cér‘nmand adhered to? N Yes [No
(b) Is there a high number of emergency requisitions? [Yes No
b._ Are items stored properly in a storeroom? B Yes []No
(1) Is there convenient access for regularly used items? Yes [INo
(2) Have obsolete items been removed? Yes [INo
EVALUATED ACTION REQUIRED CORRECTED
8: SURPLIES D. Aguilar None ] N/A
a. Are all cameras assigned to the command accounted for? Yes [No
(1) Are camera cases clean and do they contain the required accessories? - Yes [No
(2) s camera maintenance assigned to a particular individual? o Yes [No

{a) What s his/her preventative maintenance schedule? Periodic inspection on a monthly basis.

b. Are all extenders assigned to the command accounted for? Yes [No
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(1) Is there adequate security for extender batteries and other supplies? Yes [ ]No
EVALUATED ACTION REQUIRED CORRECTED
7. OFFICE EQUIPMENT D. Aguilar Naone N/A
a. Are office machines in good condition and properly maintained? Yes [INo
(1) Is the vendor complying with maintenance contract provisions? Yes [No
(2) Is there a shortage or surplus of machines? Yes [No
b. ls the Management Information System_(l\_/IISE_sed prop_erl_y’?___ - [/]yes [INo
(1) Who is authorized to use th(;quipment? All CLETS trained employees. o
(2) How is training provided, and by whom?  Training is provided online by the department. !
(3) Is there a usage schedule for uniformed and nonuniformed personn_e??- [JYes No )
(4) Are there controls in place to ensure confidentiality? Yes [INo
(5) Are all personnel aware of how to request repairs after normal business hours? Yes [JNo
(6) Is the MIS used to send messages to other offices in lieu of formal memorandums? [JYes No
(7) What system is used to ensure proper routing of MIS information? AMIS
c. Are personal computers used properly? Yes [No a
(1) Who is authorized to use the equipment?  Properly trained employees both uniformed and non-uniformed.
(2} How is training provided, and by whom? Area LAN coordinator by scheduled appointment.
(a) How many employees are trained in its use? 30
(3) Are there restrictions on the time its used? o [JYes _ﬁo o
(a) Is there a schedule for uniformed and nonuniformed employees? - [Yes No
(4) Is confidential or sensitive information being stored on a PC hard drive? [Yes No
(a) If so, is the PC password protected? - [] Yes No
(b) Is confidential or sensitive information stored on disks, CDs, or removable drives keptin a -
secure area? Yes []No
(5) What is the PC being used for? = Report writing, timekeeping, messaging, general office work. -
(6) Are controls present to prevent inappropriate/personal use of the computer? Yes [JNo

Destroy Previous Editions
CHP 453E (Rev. 5-06) Page 5 of 7

¢453e506.pdf



STATE OF CALIFORNIA

T T ETCT G a7 TIGTTVVAR Y P78 T IRGT

AREA MANAGEMENT EVALUATION
OFFICE MANAGEMENT
CHP 453E (Rev. 5-06) OPI 009

(1) What controls are in place to ensure officers appear in court’? 5ubpoena service tr acI\mn log. Periodic sergeant obscrvation at the

court. Court disposition notlﬂcatlons are sent by court.

(a) How are appearances minimized following cancellations?  Efficient notification of the employee by clerical staff.

(b) How are "short notice" cancellations minimized? l"fﬁcnent nollﬂcatlon of the employec by clcmdl stalf.

(2) Are CHP 90s, Repon of Court Appearance - CIVI| Actlon properly distributed and completed on all

appropriate cases? /iYes | _No
(3) Who is responsible for managing the process?  (QSS]
(a) Are court officers performing duties that could be handled by clerical personnel? JYes [vINo
EVALUATED ACTION REQUIRED  |CORRECTED
11. DEPARTMENTAL MANUALS
- Yes iNo
a Are the number of authorized libraries being maintained? . Yes No
(1) Are the libraries convenient for those who must use them’) v.Yes No
(a) What controls are in place for' Ioanmg manuals to employees7 N/A - available on-line.
(2) Are publications distinctively marked so they can be readily identified? Yes [JNo
(a) Are the number of libraries excessive or sufficient? Only one for the command, which is sufficient.
(b) Is there a listing available of what should be in each I|brary’? iviYes No
(3) Are publlcatlons kept up-to-date? v Yes No

(4) Who files publication changes’7 Lieutenant
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(7) Are backup procedures being performed on a regular basis? Yes [INo
(a) Where applicable, are backup disks stored in a secure area? Yes [INo )
(8) Are PC manuals and other documentation available to all users? __Ye_s [INo
(9) What procedures are in place to ensurerc;ljt-of-date documents and files are purged? o
LAN Coordinator purges necessary files. -
(10) Are employees aware of the availability of assistance in resolving computer related problems? Yes [INo
(11) Is anti-virus software regularly utilized on all state-owned PCs? Yes i] No
EVALUATED ACTION REQUIRED CORRECTED
8. PUBLIC CONTACTS D. Aguilar Neirie N/A

a. Does the office have extended office hours? |i| \-(es No
(1) If so, are they adequate and effective? ] Y;s ‘ _No

b. Are persons served promptly and courteously? Yes [No
(1) Are backup personnel immediately available? Yes [INo
(2) Is telephone service both efficient and effective? Yes [JNo
(3) Are limited duty personnel used for receptionist duties and answering telephones? Yes [No _
(4) Are officer substitutions for nonuniformed positions kept at a minimum? Yes []No

EVALUATED ACTION REQUIRED CORRECTED
9. SCHOOL BUS DRIVER EXAMINATIONS D. Aguilar Norie N/A

a. lIs school bus driver testing a special duty or a clerical function, or is a full-time school bus coordinator
assigned?  Special Duty function.
(1) Are tests and test keys kept in a secure place? _“ Yes [JNo

(2) How are interested parties advised of testing procedures?  Officer has orientation at the start of school bus classes and the

procedure is also explained as the test is given.

(a) Are exams graded in the presence of the applicant, and missed questions discussed? Yes [No
(b} Does the officer or coordinator take possession of the test and dispose of accordingly? Yes [JNo
(3) How are test disposed of?  Shredded locally.
(4) Is there a specific date and time set aside for testing? Yes [JNo
10. COURT INFORMATION EVALUATED ACTION REQUIRED CORRECTED
; T ION PROCEDURES D. Aguilar Noie N/A
a. Isthere a systematic method of coordinating court appearance matters? Yes [No
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(1) What controls are in place to ensure officers appear in court? All subpoenas are logged in a subpoena computer database. The

original copies of the subpoena are given to the officers for services. Sergeants will serve the subpoena, the officers will sign and

date the subpoena and then give to the subpoena clerk for filing.

(a) How are appearances minimized following cancellations? If the cancellation is received, information will be logged in the

subpoena database and a copy is printed to be given to the officer for cancellation. If the cancellation is received while the

officer is on vacation or RDO's, notification will be made telephonically by clerical staff or court officer.

(b} How are "short notice" cancellations minimized? Clerical staff contacts the court days prior to the court case.

Are CHP 90s, Report of Court Appearance - Civil Action, properly distributed and completed on all

appropriate cases? Yes [JNo
(3) Who is responsible for managing the process?  OSS-I or OA. _
o (a) Are court officers performing duties that could be handled by clerical personnel? o [JYes No
EVALUATED AGTION REQUIRED CORRECTED
11. DEPARTMENTAL MANUALS D. Aguilar None N/A
a. Are the number of authorized libraries being mai;ainéd; Yes []No
(1) Are the libraries convenient for t;ose-who must use them? Yes [JNo .
(a) What controls are in place for "loaning” manuals to employees?  None. No- r;anu;s are ](_)a;e_(;(;t_. -
- (_2; P-\_re publications distinctively marked so they can be readily identified? Yes [JNo
(a) Are the number of libraries excessive or sufficient? Sufficient. - -
(b) Is there a listing available of what should be in each fibrary? Yes [INo
(3) Are publications kept up-to-date? Yes [JNo
) (4) Who files publication changes? The OA.
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